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Guidelines for National Board of Directors 
These guidelines exist to clarify some administration and collaboration procedures for Officer-Directors and 
National Directors related to each Board position. A basic understanding will help Board members to act effectively 
when dealing with Association Staff and vice versa.  

 

Governance, Oversight and Leadership 
The National Board of Directors ensures there is a framework for the Association to succeed in achieving its 
Mission at both a National and local level.   Through both structure and policy, the Board provides governance to 
the strategic direction of the Association, and exercises its fiduciary responsibilities as “officers” to the 
Organization.    

Fiduciary means the duty of care as a legal obligation to be diligent in supervising and managing the affairs of the 
Association.  As such, the National Board of Directors will provide oversight to ensure the operational arm of the 
Association is held accountable for its activities in implementing the National Strategic Directions, is providing 
sound stewardship of assets, and the business of Kin is conducted in such a way that reflects and promotes the 

ethics, values and principles of the Association.  

As Kin members, the members of the National Board of Directors provide leadership to their fellow Kin by 
demonstrating good and sound models of cooperation, collaboration and deliberation that reflect the ethics, 
values and principles of the Association 
 

The Role of Association Staff in Relation to the Board 
The role of the Board is governance of the Association. "Governance" is the strategic task of setting the 
organization's goals, direction, limitations and accountability frameworks. The Board determines the "What?" – 
i.e., what the organization does and what it should become in the future.  

The role of the Staff and Governors is to manage the direction set by the Board. "Management" is the allocation of 
resources and overseeing the day-to-day operations of the organization. Management determines the "How?" – 
i.e., how the organization will reach those goals and aspirations. 

As per National Governance Policies on Board-Staff Relations and Executive Limitations, the National Staff provides 
support to the Board’s functions. The role of the Staff is that of enabler; they are not there to do the Board’s work.  

The assigned Staff Liaison to the Board (other than the Executive Director) is the Operations Manager. 
Responsibilities normally include:  

• Maintaining national records of Board activities (minutes, reports, etc.) at the National offices, in 
collaboration with the National Secretary 

• Circulation to Governors of certain reports and communications on behalf of the Board  

• Board meeting logistics – including travel, accommodations and other meeting related activities 

• Provision and receipt of expense forms 
 

Staff support in other areas is subject-specific. For example, Directors are welcome to contact Staff members 
directly for questions or collaboration, provided this is in keeping with Board-Staff Relations policies. Directors may 
make such requests, but with respect to existing workloads, cannot task Staff with work unless approved by the 
Executive Director. 
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Disclosures, Declarations and Agreements 

Each member of the National Board is required to execute a Confidentiality Agreement, as well as a declaration of 
any real or potential conflicts of interest prior to participation in Board business. Confidentiality relates to 
applicable business of the Board. The Board’s Conflict of Interest policy requires an initial declaration by new 
Directors, and an annual disclosure of any changes in circumstances. 

The Staff Liaison coordinates document distribution, receipt of executed copies and secures the filing at the 
Association offices.  

Travel, Accommodations, Meals and Expense Claim forms 
National Directors are required to attend: 

• National Kinvention  

• District Fall Leadership Conferences where appropriate  

• District Conferences where appropriate 

• “Face to Face” meetings (Fall, Spring and Summer) 

The Operations Manager will contact the Directors well in advance of scheduled face to face meetings to discuss 
flight options. Directors are entitled to book their own flights and be reimbursed; however, Association Staff prefer 
to deal with all bookings directly to obtain the best discounts and travel points. 

When driving to meetings or on Board business, Directors are reimbursed as stated in the national budget. The 
amount reimbursed cannot exceed the lowest applicable airfare. These charges are allocated against the Board’s 
annual portion of the national budget. 

The Association will pay room and tax costs only for the number of nights required to be in attendance for the 
meeting on a shared basis.  These are typically covered in advance on a Kin Canada account. Any additional costs, 
such as if the Director choosing not to share the room, or if extra days are added to the stay, will be the 
responsibility of the Director personally, and must be paid directly to the hotel at checkout. 

As a Director, you are responsible for any incidental charges (e.g. movie rentals) during your stay. Hotels will likely 
ask you at check-in for your own credit card to secure these.  

Directors are entitled to a daily per diem to offset meal costs while traveling to and attending Board meetings and 
functions, with exception when food is otherwise provided (e.g. lunches during meetings at HQ). Rates are as 
stated in the national budget.  

Expense forms are provided for each face to face meeting in electronic format (Excel) unless otherwise requested. 
Receipts are required for audit purposes; airport parking can be estimated. Reimbursement is net of any advances 
or offsetting charges. Completed forms can be emailed to the Operations Manager, or left with him/her or the 
Executive Director during the meeting. The intent is to reimburse expenses within two (2) weeks of submission. All 
expenses must be submitted prior to June 30 of the current year for reimbursement.  

See Appendix 1.0 NBOD Expense Form  
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Meetings in Cambridge 

The normal operating hours of the National Headquarters building are 9 a.m. to 5 p.m., Monday to Friday. 
Although earlier start times can be accommodated, they require special arrangements with staff (most of whom 
are either constrained by family timetables or do not live close by); Boards are therefore encouraged to observe 
normal office hours where possible.  

 

 

 

Video and Teleconferencing 
All Board Members are required to attend monthly video conference calls (Day and time to be determined by 
National President). 

During months when face to face meetings take place, no video conference calls are scheduled. 

The video conferencing service to which National subscribes has an unlimited use at a flat rate, but has certain 
license restrictions that require the National Secretary to be designated as the service administrator. Board 
members may work out a system for sharing, but this should be done in conjunction with the National Secretary. It 
is the Operations Manager’s responsibility for overall administration and adherence to the terms of the license.  

On-demand phone conferencing service is available as a backup, although rarely used. The access information is 
available from the Operations Manager. Use of on-demand phone conferencing incurs costs, on a per-minute, per-
line basis, which will affect the national budget if there are several occurrences. To help monitor and control costs, 
it is important to make the National Secretary aware of all Board usage of on-demand phone conferencing to 
convey to staff the proper expense allocations. For recurring use, a distinct account can be set up for a 
group/committee. 

Directors will require a microphone and webcam for online video conferencing. It is suggested that participants 
use an integrated headset, but it is not mandatory.  

See Appendix 2.0 Quick Start Guide for Video Conferencing Participants 
 

National Convention Planning 

The Board is responsible for ensuring an Annual General Meeting of Members occurs for each fiscal year.  The 
National President is directly involved on the Board’s behalf when:  
 

• Editing the standard agenda for the business sessions (as needed) 

• Selecting personnel for assigned roles (Rules of Order Chair, Sergeant-At-Arms, etc.) 

• Suggesting a keynote speaker, and planning the President’s gala 

• Planning the National Board Presentation 

 
All other aspects of national conventions are operational in nature, and not related to the organization’s legal 
obligations. Therefore, the remainder of the convention planning activities are the responsibility of the Executive 
Director and Staff, and - by extension - the Convention Committee. 
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Accountabilities  

National President 
 
The National President is accountable for: 

• Chairing the Board meetings 

• Planning the Board year 

• Committees/Members 

• Board Calendar 

• Agendas for all meetings 

• Continuous interaction between the Board and the Executive Director 

• Motivating the membership 

• President’s Tour (2 Districts) 

• Attending club events 

• Connecting with club members 

• PR opportunities 

• Traveling across the Association 

• Social media 

• Kin Magazine submission 

• Welcome letters 

• Congratulatory letters 

• Representing the Association nationally 

• Behaving according to the position held 

• Facilitating Executive Director’s Job Evaluation 

• Leadership Hub (Calls facilitated by Executive Director) 
 

National Board 

Members of the National Board of Directors are accountable for: 
• Speaking with "One Voice"; Board members have a consistent message 

• Always being ambassadors of Kin Canada 

• Responding to all requests for information 

• Reviewing previous year's Board minutes (at minimum) 

• Reviewing the General Operating By-Laws 
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• Reviewing the Policies and Procedures Manual of the Association 

• Reviewing the NBOD Guidelines and Procedures 

• Attending all Face to Face meetings 

• Attending all “full Board” Video Conference Meetings and those Committee meetings to which they are 
invited 

• Understanding the difference between Kin Governance for the Board vs Operations 

• Understanding how we work with the Executive Director to move the Association forward 

• Coming prepared to each meeting by reviewing all documents and being prepared to discuss 

• Participating fully in Committee work 

• Completing tasks as assigned 

• Conducting themselves in a manner appropriate to their role 

• Respecting others 

• Respecting themselves 

• Striving to educate members: 

o What the NBOD does 

o What we are working on for them 

o How to connect members with the right people or groups to address their immediate needs 

• Representing the Board at events including Fall Leadership Conferences, District Conferences 

• Mentoring new National Directors 

• Promoting the National Director position to encourage a strong response from qualified prospective 
candidates when National Director elections are anticipated.  

In Camera Sessions and Storage of In Camera Minutes 
In camera sessions provide the members of the Board of Directors an opportunity to dialog in private, without staff 
or advisors present, on sensitive matters concerning legal issues, hiring, wages, employee evaluations, staffing 
strategies, or firing of personnel. In camera discussions are not recorded in the regular Board meeting minutes.  

In Camera Session and meeting minutes are confidential.  

Separate meeting minutes will be created for an “In Camera Session” by the National Secretary.  

See Appendix 3.0 In Camera Meeting Minute Template 

 

The approval of the minutes requires signatures by the National President, National Vice President, National Past 
President and current Board members present at time of in camera meeting. 

Signatures for approval will be acquired by the National Secretary at the Board’s face to face meeting following the 
creation of the minutes 

• The meeting minutes will be stored: 

o In the NBOD filing cabinet located at Headquarters 
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o In a sealed envelope, dated and signed by both the National President and National Secretary 

In a sealed envelope, dated and signed by the persons present at the meeting of the In Camera 
session and/or signed by the persons in their capacity of that meeting 

o Two keys are available for the storage cabinet. One key is held by the Operations Manager in a 
sealed envelope, signed by the National President and National Secretary. The other key is kept 
by the National Secretary 

Storage of Electronic Documents (Dropbox) 

All documents that the Board members require to perform their role will be located in Dropbox.  

The National Secretary is responsible for: 

• Setting up the folder structure in Dropbox at the start of Kin Year 

• Monitoring Dropbox for proper use, naming convention of files and file deletion 

All members of the National Board of Directors are responsible for file naming: 

Naming files – File names for recurring purposes, such as minutes and agendas, are recorded in this format:  

[yyyy.mm.dd]_NBOD [_type][_version].doc  

e.g. 2014.07.24_NBOD_Minutes_Draft1.doc.  

This allows files to more easily be found in chronological order.  

Naming files – File names for Documents & Working files, such as policies, procedures and reports 

Document name (_Initials of person changing document) (_version).doc 

e.g.  Guidelines for National Directors_TM_Draft1.doc 

 

See Appendix 4.0 Quick Start Guide for Dropbox 
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Board Appointments 
 
The National President will assign Board Members, Vice President and Past President to Appointments at the start 

of each Kin Year. Appointments are assigned on a need basis. 

Each Appointment will have a Terms of Reference and will be reviewed and updated as follows: 
 
The National Board Guideline - Terms of Reference 

• The Appointee is responsible to review/update at the end of each year (June)  

• Changes made to Terms of Reference in The National Board Guideline must also be updated in the 
Working document (Year) -Terms of Reference 

 
Working document (Year) - Terms of Reference 

• Appointee is responsible to review/update at the beginning of term. 

• Working document (Year) –Terms of Reference is the same as the National Board Guideline – Terms of 
Reference but will contain the Committee Planning and Reporting for that particular year.  

• Updating Committee Planning and Reporting in the “Working Document” does not require making 
changes to Terms of Reference in The National Board Guideline. Changes to the Terms of Reference will 
require an update to Terms of Reference in The National Board Guideline.  
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National Secretary Appointment 
TERMS OF REFERENCE  
 

Purpose 
Ensuring that the activities, deliberations and decisions of the National Board of Directors are accurately captured 
and recorded; that those records are made available in a timely manner to all Directors and, where applicable, 
members; and that they are stored and preserved to allow subsequent reference and historical records. 
 

Reporting Relationship 
The National Secretary reports to the Board of Directors through its minutes. Resource staff made available for the 
National Secretary will include the Executive Director and any additional staff identified by the Executive Director  
 

Appointment Composition 
The National Secretary will be appointed by the National President. The appointee will act in the best interest of 
Kin Canada, and report any conflict of interest that may arise. 
 

Recruiting and Orienting New National Secretary 
The new appointee will be given information on duties and obligations of Appointment, Kin Canada governance 
documents, organizational structure and business plan, committee policies and governance principles. 
 

Meetings 
The National Secretary will attend the following meetings: 

• Monthly Planning & Priorities meeting 

• Monthly Video conferencing meeting 

• Face to face meetings 

• National Kinvention 
 

Appointment Responsibilities 

• Setting up video conferencing calls for monthly Board meetings. All documents required for monthly 
video conferencing will be available in Dropbox for review 5 days prior to scheduled meeting. 

• Set up video conferencing for Board Committee meetings. These meeting times may vary; it will be the 
responsibility of the Committee chair to contact the secretary with a date and time at least 5 days prior to 
the committee meeting. 

• Preparing all meeting agendas for review at Planning and Priorities meetings. 

• Updating Board calendar, as directed by National President. 

 

Development of Minutes 
• The National Secretary will circulate preliminary drafts to a small review group to capture significant 

errors or omissions prior to the entire Board being asked to review them. This show of respect for 
everyone’s time increases the chances of circulating a “clean” draft to all Directors prior to a meeting.         

• The review group will include the National President, Past National President and National Vice President, 
as well as the Executive Director, to capture different perspectives.  
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Storage of Electronic Meeting Minutes, Reports & Records 

• The National Secretary works with the Staff Liaison to ensure that records are properly maintained at the 
national offices. The Staff Liaison is currently the Administrative Assistant, in combination with the 
Operations Manager. 

• National Board of Directors monthly meeting minutes:  

o The National Secretary will submit approved minutes to the Administrative Assistant, Operations 
Manager and National President within one day of the Board approval. 

o  A copy of the final meeting minutes is also stored in Dropbox - Board Documents - 04 final 
meeting Minutes - Current Year 

• National Kinvention meeting minutes: 

o The National Secretary will submit draft minutes to Administrative Assistant, Operations 
Manager and National President within 2 weeks of Kinvention closing. 

o  The National Kinvention minutes are stored at National Headquarters and not on Dropbox.  

 

National Vice Secretary Appointment 
TERMS OF REFERENCE  
 
Purpose 
The Board of Directors authorizes the National Vice President to appoint a National Vice Secretary as an Officer of 
the Association to serve from the time of appointment until the conclusion of the term of the National Vice 
President. The person so appointed must be a member of the Board of Directors at the time of appointment and 
must have a term of office extending beyond one year at the time of the appointment. 

 
Reporting Relationship 

• The National Vice Secretary reports to the Board of Directors.  

 
Appointment Composition 

• The National Vice Secretary is appointed by the National Vice President. 

 
Recruiting and Orienting New Committee Members 

• The new appointee will be given information on duties and obligations of Appointment, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles 

 
Meetings 
The National Vice Secretary will attend the following meetings: 

• Monthly Planning & Priorities meeting 

• Monthly Video conferencing meeting 
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• Face to face meetings 

• National Kinvention 

• As needed with National Secretary for training purposes 

• As needed with National Vice President for planning and Board Calendar creation 

 
Appointment Responsibilities 

• The duties of the Vice Secretary, if one is appointed, shall be to assist the National Secretary. 

• This position is a learning and training position with regard to: Board calendar continuation and planning; 
video conferencing platform; agenda preparation; minute taking, verification, and storage; organization of 
cloud storage for NBOD; any duties required by the National Secretary or National Vice President. 
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Vice President Election Appointee(s) 
TERMS OF REFERENCE  
 
Purpose 
The appointee(s) shall be responsible to provide for the orderly and fair election process for the position of 
National Vice President of Kin Canada. 

 
Reporting Relationship 
The Election Appointee(s) report(s) to the Board of Directors through its minutes. Resource staff made available 
for the Committee will include the Executive Director and any additional staff identified by the Executive Director  

 
Committee Composition 

• The Election Appointee(s) shall consist of a member or members of the Board of Directors.  

• The members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The member will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee member.  

• New members will be given information on duties and obligations of committee members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

 

Meetings 
• Meetings are to be held in person, by conference calls or by video conferences 

 
Committee Responsibilities 

• The appointee(s) shall: 

• Ensure a fair and democratic process is followed at all stages of the campaign and election process 

• Review and implement all rules and regulations as they pertain to the election of a National Vice 
President. 

• Be aware of the election process prior to and during the National Convention 

• Oversee the election process. 

 

See Appendix 5.0 National Vice President Election Chair's Campaign Policies and Procedures 
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National Director Election Appointee(s) 
TERMS OF REFERENCE  
 
Purpose 
The appointee(s) shall be responsible to provide for the orderly and fair election process for the position of 
National Director of Kin Canada. 

 
Reporting Relationship 
The Election Appointee(s) report(s) to the Board of Directors through its minutes. Resource staff made available 
for the Committee will include the Executive Director and any additional staff identified by the Executive Director  

 
Committee Composition 

• The Election Appointee(s) shall consist of a member or members of the Board of Directors.  

• The members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The member will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee member.  

• New members will be given information on duties and obligations of committee members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

 

Meetings 
• Meetings are to be held in person, by conference calls or by video conferences 

 
Committee Responsibilities 

• The appointee(s) shall: 

• Ensure a fair and democratic process is followed at all stages of the promotion and election process 

• Review and implement all rules and regulations as they pertain to the election of a National Director or 
Directors. 

• Be aware of the election process prior to and during the National Convention 

• Oversee the election process. 

 

See Appendix 6.0 National Director Job Description and Application, Election Chair’s Campaign Policies and 
Procedures 
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Audit – Financial Appointee 

TERMS OF REFERENCE  

Purpose 
The Audit – Financial appointee will act as a representative of the National Board of Directors for the purpose of 
reviewing the yearend financial statements of Kin Canada as presented to the external auditor chosen by the 
National Board of Directors. 
 

Reporting Relationship 
The Audit – Financial Appointee reports to the Board of Directors through its minutes and the Committee Chair. 
Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director  
 

Committee Composition 
• The Audit- Financial Appointee shall be of member of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members  

• The recruitment process should include a review of member composition, selection process, organization 
structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of committee members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

 

Meetings 
• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a majority of the membership of the Committee. 

• Meetings are to be held in person, conference calls or video conference 

 

Committee Responsibilities  

• It is the responsibility of Kin Canada Staff to prepare financial statements and all working papers 
corresponding to said financial statements for the Kin year ending June 30th of any given year. 

• It is the responsibility of external auditors to review the financial statements and any corresponding 
working papers as they pertain to the Kin yearend. 

• The National Board appointee works in conjunction with, as well as independent of, Kin Canada staff to 
assess the opinion of the external audit findings prior to the yearend financials being presented to the 
National Board for approval. 
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Kin Canada Foundation Appointees 
TERMS OF REFERENCE  
Purpose 
Kin Canada Foundation (The Foundation) is the official charitable organization of Kin Canada, enabling its members 
to help Canadian communities to become stronger, more vibrant and more compassionate. Kinsmen, Kinette and 
Kin clubs can use the Foundation as a vehicle to operate their projects so that they may access personal and 
corporate donations and the donors can receive tax receipts. 

The Foundation administers several programs focused on assisting members and non- members alike, including 
the Hal Rogers Fellow award (HRF), 49th Parallel North, Agency agreements and Kin ASSIST.  
      
The Foundation is an independent organization which has its own bylaws and policies and its own Board of 
Directors. 
 

Reporting Relationship 
The Kin Canada Foundation Appointees report to the Board of Directors through its minutes and to the Foundation 
Chair. Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director. 

 
Committee Composition 

• The National Board of Directors of Kin Canada has the ability to appoint up to two of its current members 
to the Kin Canada Foundation Board of Directors. 

• Members of the Foundation Board of Directors appointed by the National Board of Directors will be 
selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of Committee Members, Kin Canada 
Foundation General Operating Bylaw, organizational structure and business plan, committee policies and 
governance principles. 

Meetings 
• Meetings will be held monthly to be determined by the Kin Canada Foundation Chair 

• Quorum shall be a majority of the membership of the Committee. 

• Meetings are to be held in person, conference calls or video conference 

 

Committee Responsibilities 
The appointees can and will act accordingly as members of the Kin Canada Foundation and have all rights and 
privileges that may prevail with one notable exception: National Board appointees will act as a liaison between 
both parties bringing information and direction from the National Board to the Foundation Board and vice versa. 
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Board Committees 
 
The National President will assign Board Members, Vice President and Past President to Committees at the start of 

each Kin Year. Committees are assigned on a need basis. 

Each Appointment will have a Terms of Reference and will be reviewed and updated as follows: 
 
The National Board Guideline – Terms of Reference 

• The Committee chair is responsible to review/update at the end of each year (June)  

• Changes made to Terms of Reference in The National Board Guideline must also be updated in the 
Working document (Year) -Terms of Reference 

 
Working document (Year) - Terms of Reference 

• The Committee chair is responsible to review/update at the beginning of term. 

• Working document (Year) –Terms of Reference is the same as the National Board Guideline- Terms of 
Reference but will contain the Committee Planning and Reporting for that particular year.  

• Updating Committee Planning and Reporting in the “Working Document” does not require making 
changes to Terms of Reference in The National Board Guideline. Changes to the Term of References will 
require an update to Terms of Reference in The National Board Guideline.  

Planning & Priorities Committee 

TERMS OF REFERENCE  

 

Purpose 
The Committee will plan and schedule the work of the Board of Directors and will assist the National President in 
setting the agenda for each meeting of the Board of Directors. 
 

Reporting Relationship 
The Planning and Priorities Committee does not report to the Board of Directors.  
 

Committee Composition 
The Planning and Priorities Committee shall be comprised of the National President, National Vice President, 
National Past President, and National Secretary. If a Vice Secretary has been appointed, the Vice Secretary shall 
also serve as a member of the Committee.  

Decisions on recommendations will be made based on majority vote. The members will always act in the best 
interest of Kin Canada, and report any conflict of interest that may arise. 

Recruiting and Orienting New Committee Members 
New members will be given information on duties and obligations of Committee Members, Kin Canada bylaws, 
organizational structure and business plan, committee policies and governance principles. 
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Meetings 
Meetings of the Committee shall be one week prior to the Board of Directors monthly meeting. Every Committee 
member shall respect the confidentiality of matters brought before the Committee. The National President shall 
chair all meetings of the Committee. In the absence of the National President, the Committee shall elect a chair. 
 

Committee Responsibilities 
The Committee will plan and schedule the work of the Board of Directors and will assist the National President in 
setting the agenda for each meeting of the Board of Directors. 
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Governance and Policy Committee  

TERMS OF REFERENCE  

 

Purpose 
The purpose of the Governance and Policy Committee is to review and suggest changes to policies, procedures and 
practices with regard to the National Board of Directors of Kin Canada in cooperation with the Board and 
operations staff of Kin Canada. The Board fulfills its legal, ethical, and functional responsibilities through adequate 
governance policy development and monitoring of Board activities.  

The Governance and Policy Committee will make recommendations to the Board on: 

• Adherence to the legal requirements for the Board in relation to the Governing Documents of Kin Canada 

• Development of Governance policies and procedures 

• The roles, duties, terms of reference, and responsibilities of the Board, committees, individual Directors, 
and the Executive Director. 

Reporting Relationship 
The Governance and Policy Committee reports to the Board of Directors through the Committee Chair. Resource 
staff made available for the Committee will include the Executive Director and any additional staff identified by the 
Executive Director  
 

Committee Composition 
• The Governance and Policy Committee shall consist of members of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of Committee Members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

Meetings 
• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a majority of the membership of the Committee 

• Meetings are to be held in person, conference calls or video conference 

Committee Responsibilities 
The Governance and Policy Committee will ensure that the Board of Directors is able to govern the organization 
effectively through:  

1. Adherence to the Governing Documents of Kin Canada in relation to legal requirements for the Board 

• Yearly review that the Board is in keeping with the GOB No. 2 
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2. Creating or revising Governance Policies and Procedures 

See Appendix 7.0 Creating a New, or Revising a Current Governance Policy or Procedure 
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Communication Committee 

TERMS OF REFERENCE  

 

Purpose  
As the voice of the NBOD this committee will ensure the membership is kept informed of relevant Board activities 
and encourage dialogue with the ownership through consistent and collaborative communications.  
 
The Communication Committee will ensure that presentations and written communications are created and 
periodically published which define:  

 

• Relevance to the membership 

• Board direction 

• Current Board vision 
 

Reporting Relationship 
The Communication Committee reports to the Board of Directors through its minutes and the Committee Chair.  
Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director  
 

Committee Composition 
• The Communications Committee shall consist of The National Vice-President (Committee Chair) and 

members of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

Recruiting and Orienting New Committee Members 
The recruitment process should include a review of member composition, selection process, organization structure 
and overall performance to determine the skill sets required in new committee members.  The Board Chair 
appoints the committee members. 

Meetings 

• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a majority of the membership of the Committee. 

• Meetings are to be held in person, conference calls or video conference 

 

Committee Responsibilities 
The Communication Committee will ensure that the Board of Directors is able to communicate to the organization 
effectively through:  

• Kin Magazine 

• Kin CyberNews 

• Kinnection 

• Board Presentations at FLC, District Conference and National Kinvention 
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Written communications will meet the HQ deadlines for publication 

Board presentation will be ready for National Directors 10 days prior to event 
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Human Resources Committee 

TERMS OF REFERENCE  

 
Purpose 
The HR Committee oversees the employment of the Executive Director including compensation and benefits, 
performance evaluation, succession planning and all other matters related to the employment by Kin Canada of an 
Executive Director. 
 

Reporting Relationship 
The Human Resource Committee shall report to the Board of Directors from time to time when requested by the 
Board or as deemed appropriate by the Committee. 

 

Committee Composition 
The HR Committee shall be comprised of the National President, the National Vice President, and the National Past 
President. 
 
Decisions on recommendations will be made based on majority vote. The members will always act in the best 
interest of Kin Canada, and report any conflict of interest that may arise. 

Recruiting and Orienting New Committee Members 
New members will be given information on duties and obligations of Committee Members, Kin Canada bylaws, 
organizational structure and business plan, committee policies and governance principles. 
 

Meetings 
• All members of the Committee must be present for there to be a quorum for the transaction of business 

at any meeting of the Committee.   

• Meetings will be held on a regular basis to be determined by the committee chair 

• Every Committee member shall respect the confidentiality of matters brought before the Committee.  

• All meetings of the HR Committee shall be held in camera.  

• Minutes of the HR Committee meetings shall not be kept unless the Committee otherwise determines. If 
minutes are to be kept the Chair shall appoint a member of the committee to serve as the secretary for 
the meeting. 

• The HR Committee shall make appropriate arrangements to keep records pertaining to the employment 
of the Executive Director together with copies of any minutes of committee meetings that may have been 
recorded. These files will not be kept at Kin Headquarters but will be stored in a location and format that 
permits the Committee members access to the records when necessary. Only members of the HR 
Committee may have access to these records unless otherwise determined by the HR Committee. 

 

Committee Responsibilities 
• Recommend a performance evaluation process for the Executive Director 

• Conduct Annual Review of the Executive Director 

• Annually review and recommend changes to the Committee’s terms of reference 

• Report its discussions to the Board  
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Succession & Planning Committee 

TERMS OF REFERENCE  

Purpose 
The Committee shall be responsible at the National level for the orderly succession of people on the Board of 
Directors and the planning by National for ensuring we identify qualified persons into these positions. 

 
Reporting Relationship 
The Succession & Planning Committee reports to the Board of Directors through its minutes and the Committee 
Chair. Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director  
 

Committee Composition 
• The succession & Planning Committee shall consist of members of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of Committee Members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

 

Meetings 
• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a simple majority of the membership of the Committee 

• Meetings are to be held in person, conference calls or video conference 

 

Committee Responsibilities 
• The committee shall follow two objectives – 

1. Determine what are the actual succession needs of Kin Canada. 

2. Determine what planning and education needs to be implemented to accomplish these 
objectives 

• The committee will review the makeup of the NBOD to determine the optimal number of Directors 
needed on the Board and the nomination and election procedures for these Directors   

• The committee will review the replacement of Directors should a Director resign and the methods we 
might implement in this case 
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• The committee will assist with preparing the necessary education pieces to help prospective Board 
members to achieve their goals as future Board member 

• To ensure that the policies and procedures of Kin Canada are properly reflected by the committee. 



National Procedures:  
Guidelines for National Board of Directors January 2018 

 

 

 

 - 28 - Guidelines for National Board of Directors 
 

 

Education Committee 

TERMS OF REFERENCE  

 

Purpose 
The purpose of the Education Committee is to ensure that quality education is available to the NBOD to help 
Directors further understand their roles and develop the technical knowledge needed to discharge their 
responsibilities effectively. 
 

Reporting Relationship 
The Education Committee reports to the Board of Directors through its minutes and the Committee Chair. 
Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director  

Committee Composition 
• The Education Committee shall consist of members of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of Committee Members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

Meetings 
• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a majority of the membership of the Committee. 

• Meetings are to be held in person, conference calls or video conference 

Committee Responsibilities 

The Education Committee will ensure that the Board of Directors is able to govern the organization effectively 
through:  

• A comprehensive education program that will build the NBOD’s strength and knowledge by providing 
training that will be accessible and responsive. 

• Education opportunities that keep pace with current technology. 

• Timely and valuable learning offerings to the entire NBOD reflecting the goals and objectives of the NBOD. 

• Education on key topics planned around some of the Board events, requirements and strategic priorities 
that the Board will focus on throughout the year.  

• A relationship with the Membership Education Committee to ensure that training material is not 
duplicated or may be shared. 



National Procedures:  
Guidelines for National Board of Directors January 2018 

 

 

 

 - 29 - Guidelines for National Board of Directors 
 

 

Board Audit Committee  

TERMS OF REFERENCE  

 
Purpose  
The Board Audit Committee shall be responsible to the NBOD for monitoring the performance of the Board against 
the Association’s Strategic Plan and for considering and advising the Board on any matters relating to Board 
performance and responsibility. 
 

Reporting Relationship 
The Board Audit Committee reports to the Board of Directors through its minutes and the Committee Chair. 
Resource staff made available for the Committee will include the Executive Director and any additional staff 
identified by the Executive Director. 

Committee Composition 
• The Board Audit Committee shall consist of members of the Board of Directors.  

• Members of the committee will be selected based on their expertise and background. 

• Decisions on recommendations will be made based on majority vote. The members will always act in the 
best interest of Kin Canada, and report any conflict of interest that may arise. 

 

Recruiting and Orienting New Committee Members 
• The recruitment process should include a review of member composition, selection process, organization 

structure and overall performance to determine the skill sets required in new committee members.  The 
Board Chair appoints the committee members.  

• New members will be given information on duties and obligations of Committee Members, Kin Canada 
bylaws, organizational structure and business plan, committee policies and governance principles. 

Meetings 
• Meetings will be held on a regular basis to be determined by the committee chair 

• Quorum shall be a majority of the membership of the Committee. 

• Meetings are to be held in person, conference calls or video conference 

 

Committee Responsibilities 
The Board Audit Committee will ensure that the Board of Directors is able to govern the organization effectively 
through:  
 

• High level review of the activities of the other committees as well as of the Board meetings 

• Assessing whether the Board is doing things that are aligning with the strategic plan and with the 
governance model 

• Establishing a liaison with the National Board Education Committee and the Membership Education and 
Training Committee to maintain a formal plan of Board training and education to continually upgrade the 
level of Board skills and knowledge.
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APPENDIX 1.0 NATIONAL BOARD OF DIRECTORS EXPENSE FORM 
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APPENDIX 2.0 QUICK START GUIDE FOR VIDEO CONFERENCING 
PARTICIPANTS
 

 

Link to YouTube ClickMeeting Channel 
 

https://www.youtube.com/user/ClickMeetingvideo 

 
The above link provides a comprehensive introduction and several useful guides to the ClickMeeting Webinar 

application.   

 

All members of the National Board of Directors should make it a priority to become familiar with the ClickMeeting 

application (and other video conferencing applications as may be adopted by the Board over time) so that they may 

use the application seamlessly and effectively for the duration of their tenure on the Board.   

 

https://www.youtube.com/user/ClickMeetingvideo
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APPENDIX 3.0 IN CAMERA MEETING MINUTE TEMPLATE 
 
As a Board member, I have read and understand the attached “In Camera” meeting minutes 
 

  

 

Board Member Signature Date 

National President   

National Vice President   

National Past President   

National Secretary   

National Vice Secretary   

National Director   

National Director   

National Director   

National Director   

National Director   

National Director   
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APPENDIX 4.0 QUICK START GUIDE FOR DROPBOX 
 

Link to YouTube Dropbox Channel 
 
https://www.youtube.com/watch?v=zjSFC6pPkyk 
 

The above link provides a comprehensive introduction and several useful guides to the Dropbox file management 
application.   
 
All members of the National Board of Directors should make it a priority to become familiar with the Dropbox 
application (and other file management applications as may be adopted by the Board over time) so that they may 
use the application seamlessly and effectively for the duration of their tenure on the Board. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

https://www.youtube.com/watch?v=zjSFC6pPkyk
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APPENDIX 5.0 NATIONAL VICE PRESIDENT ELECTION CHAIR’S 
CAMPAIGN POLICIES AND PROCEDURES 
 
The following are designed to answer any questions and to assist the convention committee, National 
Headquarters Staff, and election committee to coordinate a fair and enthusiastic election in the Kin 
Spirit. 

 
1. Each team is required to review the NVP Election Chair & Candidate Campaign Policy and Procedures, available 

from the National President or the Executive Director, in advance.  Any questions may be forwarded to the 
election chairperson.   
 

2. No candidate shall campaign prior to the filing and acceptance of the Nomination and Acceptance Form by the 
Executive Director at Kin Canada HQ and prior to the nomination period commencing on September 15th.  
  

3. For these purposes, Campaigning shall be defined as a planned and organized series of actions intended to 
achieve a specific goal through a series of events for public display of a campaign theme, logo, etc. through 
such means as Flyers, Pamphlets, Electronic Media, Social Media, Mass email  
 

4. In the interests of maintaining neutrality, be advised that the National Board of Directors are not permitted to 
participate in, publicly endorse, or support any NVP campaign, so please do not ask them to do so. This rule will 
also extend to any staff from HQ. This includes messages of support, campaign promotion items, etc. 
 

5. Kin Canada will provide, for officially declared national vice president candidates, an opportunity for a single 
communication or advertisement, free of charge, using the National Kin Canada Communication vehicle prior to 
national convention.  The communication or advertisement material must be camera ready and sent to the Kin 
Canada Communication Coordinator. 
 

6. National Headquarters staff will provide a list of member clubs being represented at National Convention once 
only, on or around July 31 prior to the convention. No other voting or delegate information will be provided. 
 

7. In the event that there are multiple candidates declared prior to the nomination deadline of June 30th, all 
communications must be made through the election chairperson to the convention committee, with the 
convention committee making best efforts to fairly distribute the promotional opportunities amongst all 
candidates.  Any conflict in the awarding of these promotional opportunities will be decided by the election 
chairperson and will be binding. 
 

8. There will be a National Vice President’s Candidates Campaign Review Meeting on the Wednesday prior to the 
start of Convention week in the host city at a time and place to be determined by the Election’s Chairperson.  
The election committee, one campaign representative from each team not including the candidate (generally 
Team Managers) and one rep from the Convention Committee will be in attendance.  A rep from the following 
year’s Convention committee is permitted to attend for information purposes.  The NVP Election Chair & 
Candidate Campaign Policy and Procedures will be reviewed at this time. Any questions will also be fielded.  
 
Please RSVP to the Elections Chairperson as to the person who will be attending this meeting not later than 
10 days in advance.  
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9.  A coin toss/draw shall take place on the Wednesday of Convention week during the Election Chair Guidelines 
meeting with the candidates and will be used to determine the order of any presentations made by the 
national vice-president candidates. (i.e.: For the Candidate’s Forum to decide which team will answer the first 
question first; presentation to national board, presentation to the Governors and Vice Governors, etc.) 
 

10. On Wednesday, during week of convention, candidates running will be invited to make a short presentation to 
the Governors and the National Board of Directors at a time to be determined.  Each team will be allowed a 
total of 10 minutes that they may use as a presentation and/or question and answer period as they see fit 
 

11. The stipulations regarding placement, method, technique, etc. of signs, posters, banners, as set up by the host 
committee and hotels, conference centre, etc. are to be followed.  There will be no placement of signs, posters, 
or banners behind any head table at any function or business session. Unauthorized signs will be removed by 
designates of the election chairperson. 
 

12. At the time of candidate introductions during business of convention, candidates will be given one (1) minute 
to be introduced to the delegates.  Note this time is for introductions only.  Campaign speeches will take place 
Saturday morning prior to the election at a time to be determined following the Candidates’ Forum.  
 

13. Prior to and throughout the convention, the election chairperson will be asking delegates for questions to pose 
to the candidates at the Candidates’ Forum.  There is no guarantee that all questions gathered by or submitted 
to the election chairperson will be used.  The election chairperson, the National President and the National Vice 
President will make a decision on the appropriateness and validity of the questions.  Should no questions be 
posed, the National Board will create a block of questions to use in the Candidates’ Forum.  The election 
chairperson will moderate the forum 
 

14. A candidates’ infractions report will be given by the election chairperson at the conclusion of the Candidates’ 
Forum.  Any indiscretions or infractions, including any observed and reported to the election chairperson by the 
convention committee, regarding the rules reviewed on the Wednesday in the host city will be disclosed with 
no bias.  It is merely a report card to the membership on the fair play of the campaign.    
  

15. There will be ONLY one hospitality suite at Convention.  No one night will be dedicated to any one team.  This 
means that any declared teams will be allowed to campaign from Wednesday to Friday in the convention 
hospitality suite.  Saturday evening is dedicated to the following years Convention committee.  Please 
coordinate with the host committee as to what you would like to do in the suite (games, food, etc.).  

  
16. All requests for room allotments for caucusing must be made by Monday of the convention (or earlier if 

convention committee requires) at the latest and all room costs will be the responsibility of the campaign 
teams.  

  
17. Any declared teams may contact the HQ staff Convention liaison directly for food arrangements, etc., but all 

requests and responses must be copied to the election chairperson.  At any time prior to Convention, the 
practice of direct requests may be curtailed and channeled only through the election chairperson at his/her 
discretion following consultation with the Convention committee chair.  Any special requests during the 
convention must be made directly to the election chair.  Non-compliance will result in an infractions notation.  

 
18. The length of each candidate’s speech shall not exceed 15 minutes, including introductions and any other 

presentations.  Time will be recorded by the Election Vice-Chair starting from the beginning of the candidate 
march-in. 
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19. The election will take place on Saturday morning and each team will be asked to provide a scrutineer in the 
election count room. The scrutineer will not be allowed out of the count room until the election results have 
been announced 

 
20. The unsuccessful candidate(s) will be given the first opportunity to address the floor of the convention 

following the election, followed by the successful candidate. Each candidate(s) address shall not exceed 5 
minutes in length. 

 
21. The election chairperson will have the final say over all matters pertaining to the conduct of the campaigns at 

convention in keeping with this Campaign Policy and Procedures and any violation of regulations may result in a 
report on election conduct being read to the delegates prior to voting process.  In the event this report is to be 
read, all declared candidates will meet prior to the vote and a full disclosure of the report will be made 
available to the candidates prior to the convention floor voting process commences. Any negotiated terms and 
conditions of these limits between the candidates and the election chairperson on this report will be binding. 

 
22. At all times the integrity of all candidates will be respected by all parties involved in the campaign. To this 

extent the candidates will sign the form NVP Campaign Agreement at the end of this document stating they 
have read and understood this Campaign Policy and Procedures. The candidate must identify on the form 
either him/herself or a campaign manager to act as the main contact for the election chairperson and whose 
attendance is mandatory at an organizational meeting immediately prior to commencement of any 
campaigning at national convention. 

 

  

National Convention Election Officials and Contacts shall be:  

  

Election Chairperson; Kin Canada Convention Liaison; Convention Chairs.  
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KIN CANADA NATIONAL VICE PRESIDENT CAMPAIGN AGREEMENT 

  
  

We hereby agree that we have read, understood and accept the National Vice President’s 

Election Chair’s Campaign Policy and Procedures, as printed above and agree to abide by these 

rules for the National Vice President’s candidate ________________________________.  

  
Signed by authorized designate of the National Vice President Candidate  

  
 

Signed:                              Position:                   
                                   (if other than candidate) 

 

 

Witness:                              Position: Election Chairperson              
      
  
 

Date:         
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APPENDIX 6.0 NATIONAL DIRECTOR JOB DESCRIPTION AND 
APPLICATION, ELECTION CHAIR’S PROMOTIONS GUIDELINES 
 

The following are designed to answer any questions and to assist the convention committee, 
National Headquarters Staff, and election committee to coordinate a fair and enthusiastic 
election in the Kin Spirit.  
  

Responsibilities 
 
Members of the National Board of Directors are responsible for the long term strategic planning of the Association, 
while acting in the best interests of the members and communities it serves.  As a member of the National Board, a 
Director must fulfill the legal duties of a not-for-profit director 
 
Qualifications 
 
A member of the National Board must be a member in good standing from a Club in good standing, and the 
following skills are mandatory: 
 

• Personal integrity, trustworthiness and strong ethics 

• Familiarity with policy-based governance model 

• Ability to make informed decisions on important issues, basing such decisions on sound principles and 
common sense 

• Ability to ask difficult questions and to voice opinions 

• Excellent networking, interpersonal, and communication skills 

• Objectivity, with the ability to form own judgments and opinions 

• Passion and commitment to advance Kin Canada, and an interest in the value of the Association  
 

In addition to the general eligibility qualifications and requirements set out above, National Board members should 
collectively represent a range of expertise in the following core competencies: 
 
Legal- The ability to understand legal issues and the implications of such issues to the association and to clubs is an 
important competency for senior leaders of the association. Legal issues present themselves in many aspects of Kin 
Canada’s operations, such as: purchase, sale or rental contracts; torts such as negligence, nuisance or trespass; 
local statutes and ordinances; and the various aspects of risk management. It is important for leaders within the 
association to have at least a basic understanding of how legal issues affect operations of their clubs and of the 
association, and of how clubs may protect themselves from legal liability by ensuring that their clubs’ incorporation 
documents and documentation required by National headquarters are kept current. 
 
Strategic planning- Strategic planning is part of a regular process that helps determine or confirm the Association’s 
overall long-term direction or vision. It includes an analysis of results, existing plans and strategies and an 
assessment of the current business and operating environment. Directors are expected to contribute to strategic 
planning by understanding the strategic planning process and strategy formulation. This includes having a good 
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knowledge of the Association’s business and operating environment, and being prepared for planning 
deliberations. It also requires collaboration and teamwork in developing an appropriate and effective strategic 
plan, and monitoring implementation of the plan. To achieve this competency, directors should demonstrate an 
appropriate level of knowledge and understanding of the strategic planning process and contribute to the 
development of the strategic direction, core values and the strategic goals and objectives for the Association. 
 
Human resource management- Human Resource Management shall facilitate the most effective use of board 
members to achieve the organizational goals for Kin Canada. They shall take into consideration the Policies and 
Procedures of the association when determining these efficiencies. 
 
Policy development- Policies help shape the culture of an organization. The activity of developing policy generally 
involves research, analysis, consultation and synthesis of information to produce recommendations.  It should also 
involve an evaluation of options against a set of criteria used to assess each option. To help organizations run 
efficiently, these policies must be appropriate, well written, and easily accessible. Furthermore, they must be 
updated and maintained regularly to work effectively. 
 
Communications- A process by which information is exchanged.  The ability to convey information to others in a 
clear and concise manner using multiple (verbal, listening, written, visual and digital) forms of communication 
available when required. Understanding of information given is also a necessity of strong communication skills. A 
combination of all skills will ensure strategic goals are understood and achieved.  
 
Technology- Directors should demonstrate an appropriate level of knowledge and understanding of the 
technological tools that promise improvement in board functions. Fast action, responsiveness and transparency 
from board members can be aided through technology. 
 
Visionary approach- The definition of visionary is someone or something that thinks about the future or 
advancements in a creative and imaginative way. A person who is ahead of their time and who has a powerful plan 
for change in the future is an example of a visionary. Creating and sustaining a vision for an organization calls for 
discipline and creativity. A leader must have the passion, strength of will, and necessary knowledge to achieve 
long-term goals.  
 
Marketing- Marketing plays an important role in the planning functions of a non-profit organization such as Kin 
Canada. The way in which a marketing plan is developed and implemented has a significant bearing on: the 
organization’s ability to generate revenue; engage its internal and external stakeholders, including media; attract 
sponsorships and partnerships; develop and maintain effective branding; and develop successful integrated 
marketing communications. Leaders within Kin Canada should understand their role in incorporating the 
fundamentals of the marketing plan into the overall strategic plan of the association.  
 
Presentations- The formats and purposes of presentations can be very different.  For example, spoken, 
multimedia, power point, short impromptu presentations, long planned presentations, educational or training 
sessions, lectures and simply speaking on a subject to a group. 
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Duties of the Board 
 
A productive member of the National Board of Directors is expected to fulfil the following duties: 
 

• Access computer/Internet to attend all video and/or phone conference calls (typically nine per year – 2 hour 
events) and attend face to face meetings (typically three per year – 2 day events) 

• Attend National Conventions (costs are covered) 

• Represent the board at District events (primarily Fall Leadership Conference and District Conferences / 
Conventions) (costs are covered) 

• Review all materials prior to board meetings and participate fully in discussion items 

• Be active on the various board projects throughout the year and be prepared to chair working groups or 
committees (2-4 hours per week) 

• Abide by the board code of conduct policy and all national policies 

• Prepare reports and presentations as required 

• Follow the mission and vision of Kin Canada while always using the Association’s core value system as a 
guideline 

• Participate in the mentorship of new board members 

• Carry out the board’s fiduciary responsibilities on an ongoing basis 

• Maintain Kin Canada’s governing policies at the broadest level of the Association; this includes understanding 
executive limitations, ends policies, governance processes and board/staff linkages 

• Commit to continuous core competency self-improvement, including acting upon the results of board 
evaluations in a positive and constructive manner 

 
Term of Office 
 
The term of office for a National Director is three years, except in the case where the Director is elected or 
appointed to fill a mid-term vacancy 
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APPLICATION FORM 
FOR THE OFFICE OF NATIONAL DIRECTOR 

 
Official application is hereby submitted in the name of ____________   ____________________________, who is 
an active member, in good standing, of the ___ Kinsmen ___ Kinette ___ Kin Club of _________________________ 
_________________________________, for the position of National Director on the National Board of Directors. 
 
This application is submitted under the provisions of the General Operating By-Law #2 of Kin Canada. 
 
Declaration: 
 
I, the undersigned, hereby apply for office as a National Director of Kin Canada and certify that: 
 

1. I am an Active Member or Active Life Member, in good standing of a Kinsmen, Kinette or Kin Club 
of Kin Canada; and  

2. I shall do all things necessary to remain qualified for this office during my term of office, in 
accordance with the National General Operating By-Law #2 of Kin Canada. 

 
 
Signed ________________________________________________________________________________________ 
 
Dated on this _____________________________ day in the month of ____________________, 20_________ 
 
Contact Information: 
 
Name: ________________________________________________________________________________________ 
 
Mailing Address: _______________________________________________________________________________ 
 
                               _______________________________________________________________________________ 
 
Telephone (Home): ____________________________ (Daytime): ______________________________ 
 
                    (Mobile): ___________________________ 
 
Email: ______________________________________________________________________________ 
 
Application Enclosures: 

Signed Application Form 

Cover Letter 

Resume as it relates to both Kin and Core Competency qualifications 
 
Please forward completed documents to National Secretary at nbodsecretary@kincanada.ca 

mailto:nbodsecretary@kincanada.ca
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NATIONAL BOARD OF DIRECTORS 
APPLICATION TIMELINE 

 
Annual Timeline: 
 
September: Evaluate competencies currently on board and identify strengths and gaps 
 
October/November: Fall Leadership Conferences – announce how many openings exist on the board, what board 
is looking for in terms of competencies to fill perceived gaps, and share timeline for applications 
 
January 15 – February 15: Applications accepted; applications sent to HR Committee Chair 
 
February 15 – March 1: Applicants measured against Competency Matrix 
 
March 1 – 7: Inform applicants of their application status 
 
March 7 – 21: Telephone interviews with qualified applicants 
 
March 21 – 28: Inform all applicants of successful slate of candidates 
 
April 1: Announce slate of candidates 
 
August: Conduct Election for National Directors at National Convention 
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NATIONAL DIRECTOR  PROMOTIONS GUIDELINE  
 

1. Only qualified and approved candidates for the position of National Director will have their names stand for 
election to the National Board of Directors of Kin Canada. 

 
2. Each qualified and approved candidate is required to review the National Director Campaign Policy and 

Procedures, available from Kin Canada’s national website at kincanada.ca or written herein. 
 

3. There shall be no campaigning during the National Director process.  Campaigning is defined as; a systematic 
course of activities for the purpose of promoting oneself for the position of National Director.  Examples 
could include; the use of social media to discuss topics relevant to the National Director process or position,  
the attendance at a Kin function (meeting, project, etc) for the purposes of self promotion or the creation of 
promotional material.  It does not limit a candidate from speaking to another Kin Member (one on one) about 
their skillset, reasons for pursuing the role of National Director, or answering a specific question.  These 
exceptions are not to be in a public forum. 

 
4. The approved candidates will be allowed to create promotional material at the request and guidance of the 

Succession Sub-Committee of the National Board for placement on the Kin Canada website with the purpose 
of creating a consistent delivery mechanism of material to the general membership. 

 
5. In the interest of maintaining neutrality, be advised that the current members of the National Board of 

Directors are not permitted to publicly endorse or support any National Director candidate.  This rule will also 
extend to any staff from Kin Canada National Headquarters.  “Endorsement or support” includes messages of 
support, campaigning and/or promotion items, etc. 

 
6. All elected candidates for the position of National Director shall be invited to attend a National Board 

Orientation session. 
 

7. Approved candidates will be provided an opportunity for candidate introductions during National 
Convention.  The introduction can be made by the approved candidate themselves, or by a person selected 
by the approved candidate.  Please note that this time is for introductions only and is not a period to 
campaign, take questions, or for promotion.  All promotional material is limited to the publication of the 
National Campaign Portfolio Document by Kin National Headquarters. 

 
8. The election will take place at National Convention and each qualified and approved candidate will be asked 

to provide a scrutineer in the election count room.  The scrutineer will not be allowed to leave the count 
room until the election results have been announced to the general membership. 

 
9. If the National Board determines that a candidate violated this policy, the candidate’s name will automatically 

be removed from the slate of candidates and the members of the Association will be notified accordingly.  
This determination will be made by a normal motion at a meeting of the National Board. 

 

../../../../../Downloads/kincanada.ca
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10. At all times, the integrity of all candidates will be respected by all parties involved in the National Director 
process.  To this extent, the candidates will sign the Kin Canada National Director Promotions Guideline 
Agreement stating that they have read and understood these promotions guidelines. 

 

National Convention Election Officials and Contacts shall be: 
 
Election Chair 
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KIN CANADA NATIONAL DIRECTOR PROMOTIONS GUIDELINE AGREEMENT 
 

I hereby agree that I have read, understood and accept the National Director Election GUIDELINES, as printed 
above, and agree to abide by these rules. 
 
 
 
Qualified and Approved 
National Director Candidate Name: ________________________________________________________ 
 
Signature: ____________________________________________ Date: ____________________________ 
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APPENDIX 7.0 PROCESS FOR CREATING A NEW, OR REVISING A 
CURRENT, GOVERNANCE POLICY OR PROCEDURE 
 

Process for Creating or Revising a Current Policy   
 
The process is designed to identify issues of concern to the Board and operations staff and allow for informed 
review and decision-making by the Board of Directors. Once the Board has decided to adopt a particular policy or 
procedure, the appropriate persons will enact these changes into the Policy and Procedures manual. 
 
The process follows these steps: 
 
Initial Assessment 

The policy or procedure is assessed by the committee for its relevance to the GOB or the existing Policy and 
Procedures Manual. If a clear connection cannot be made or a need to modify the existing Policy or Procedure, 
the issue is not addressed further.  The minimum criteria are: 
Of significance to some of the members, Board or staff operations 
Timely 
Specific and actionable; i.e., can be impacted by the members, Board or operations staff 
Consistent with Kin Canada’s mission statement, vision and values; and 
Clear and understandable. 

 
Initial Research 

The initial research normally will be done by the committee to determine its relevance to ongoing needs of 
the Board and operations staff.  The committee may enlist the assistance of the appropriate staff members as 
approved by the Board Chair and the Executive Director to assist with research. 

 
Secondary Assessment 

The information gathered during initial research is discussed by the committee and staff (if necessary) and the 
following criteria are used to determine if further work should be conducted and resources committed to 
further research. The criteria include considerations such as: 
Fits with Kin Canada priorities and policies 
Fits with Kin Canada principles 
Of significance to Kin Canada members 
The Committee has the necessary resources in place to complete this assessment 
After this is assessment the committee will forward their suggestions to be approved by the Board 

 
Issue Research and Document Drafting 

If a suggestion has passed the second assessment and the nature of the suggestion warrants it, a procedure or 
policy change draft is created. Policy development will be coordinated or may be handled exclusively be the 
policy committee. The purpose of the policy or procedure draft is to clearly define the needed change. This 
may require considerable research and consultation with involved members and stakeholders; the work may 
be done by the Policy and Procedures Committee (or staff) or other stakeholders who are impacted by the 
change. 
 

Policy or Position Review 
The policy or procedure draft is reviewed by the committee and the Board and is amended until it is approved 
or rejected by the Board. The document is assessed for collateral effects of the proposed solutions. The policy 
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will be focused on the best solution for Kin. The approval will be listed as a motion in the Board minutes. The 
policy or procedure remains in effect until rescinded by the Board.  

 
Evaluation and Adjustment  

Once the policy or procedure change is passed and the initial communication process is conducted the new 
policy and procedure is evaluated. In particular, the response from the decision-making authority is 
considered. The circumstances regarding the new policy or procedure are monitored and if circumstances 
change or new information becomes available, the changes may be re initiated or the policy or procedure may 
be re-written. 

 


